VIRTUAL STUDENT FEDERAL SERVICE

Administrative Rockstar! maﬂa

Project Title Administrative Rockstar!

Project Effectively research questions and concerns that are primarily related to Human
Resource functions and topics! Create and proofread effective documents that are clear

Summary and concisel!

Country United States

Project Description

Join the Office of the Director for the Veterans Affairs Regional Office virtualy in the beautiful Bay Area of
Cdlifornia. Review and proofread a wide variety of documents such as disciplinary actions, recruitment packets,
newsletters, regional emails and situation summaries. Professionally respond to requests and emails, providing
the customer with the right resources and point of contacts. Dive into researching questions and concerns that
are brought up by the Human Resource Staff, producing results in a clear and concise format. Identify new ways
to improve processes within our office by providing feedback and sharing ideas.

Required Skillsor Interests

Skill(s)

Analytical writing
Dataanalysis

Editing and proofreading
Research

Writing

Additional I nformation

Join afast pace team that is driving our office toward success! We work together to create a virtual, positive
working environment, where we can learn and grow as ateam.



L anguage Requirements

None



